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NUMBER: TBD 
EFFECTIVE DATE: February 15, 2000 

 
PROCEDURE STATEMENT 

 
Policy Area: Supervision 
Issue: Offender Orientation 
Action/Guidance: Initial Orientation & Follow-up 

Context:  Successful completion of the probation or parole term is, in part, contingent upon the 
offender having complete knowledge and understanding of his/her responsibilities and expectations 
for successful completion of the term.  The orientation session is designed to accomplish this.  
 
I. Procedure:  The CSO administers a thorough orientation to each offender upon his/her 

initial contact with the offender.  During the orientation, the CSO attempts to establish a 
rapport with the offender, and addresses the areas outlined below.  

 
A. The CSO discusses the following: 

 
• Overview of the probation/parole process; 
• Role of the CSO; 
• Office hours, telephone number and emergency contact procedures; 
• Probation/parole general conditions, in detail; 
• Drug-testing requirements; 
• Special conditions, in detail; 
• Current and other levels of supervision; 
• Reporting requirements; 
• Incentives for compliance; 
• Sanctions for non-compliance; 
• Aspirations for personal growth and development; 
• Short-term and long-term goals; 
• Appropriate referrals, such as employment services, counseling and drug treatment; 
• Current employment or prospects for employment; 
• Names of family members and significant others (e.g., spouse, girlfriend/boyfriend, 

parents, children); 
• DC and interstate conditions (for interstate cases); and 
• Requirement to register with the Metropolitan Police Department (refer offender to 

the appropriate police district).   
 
 
B. The CSO administers the screener instrument for direct probation and mandatory 

release cases. (The screener instrument is administered at the community correctional 
center for all other parole cases and during the presentence investigation for all other 
probation cases.) 

 
C. The CSO asks the offender whether he/she has any questions regarding the items 

discussed during the orientation; addresses any questions; and requires the offender to 
sign the Orientation Checklist acknowledging that he/she has been oriented to all items 
listed on the form. 
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D. The CSO verifies the offender’s address and home telephone number.  The CSO also 
obtains additional contact telephone numbers (e.g., parents, relatives, 
girlfriend/boyfriend, and neighbors). 

 
E. The CSO obtains copies of the offender’s birth certificate, social security card, and a 

picture identification (e.g., driver’s license, non-driver’s identification, or in-house 
identification) to be filed in the case jacket. 

 
F. The CSO provides the offender with an orientation-briefing packet containing: 

 
• General operating hours for the agency; 
• CSO’s office hours and telephone number; 
• Supervision conditions; 
• Emergency contact procedures; 
• Copies of any signed agreements; and 
• All other pertinent documents. 

 
G. The CSO conducts an orientation follow-up during the next scheduled supervision 

contact.  At follow-up session, the CSO: 
 

• Discusses the offender’s short-term goals (one day to one year) in detail; 
• Discusses the offender’s long-term goals (one year or longer) in detail; 
• Verifies that the offender has appeared for drug testing; and 
• Ensures that the offender has obtained a valid form of identification. 

II. Statutory Authority: Section 11232 (b)(2) of the National Capital Revitalization and Self-
Government Improvement Act of 1997 (“Revitalization Act”), Pub. Law 105-33, 111 Stat. 
712, D.C. Code §§ 24-1231 et seq. (1996 Repl., 1999 Supp.) (Trustee’s authority); D.C. Code § 
24-101 et seq. (1996 Repl.) (Probation’s authority); D.C. Code § 24-201.2(a)(3) and 28 D.C. 
M.R. § 213 (1987) (Parole’s authority). 

III. Policy References/Supersedures: 

§ References: None 

§ Supercedes: Probation Manual 70.1, Chapter 4, Section J, pp. 4-16 –4-17. 
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